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instructions FOR Uu-F UF U CORDS 
SUTMY ,ORK (Form No* 138) 


In or er to nrepare corrprehensi ve Records Control Schedules and to 
oroperlyr analyze and evaluate he results obtained it is essential 
that a Fork Sheet be prep; red t or each records series as outlined 
below : 


a ” Date Enter the current date of the survey;, 

bo Cilice, Division, i Sr" rah, and Section,, Enter the organiza- 
tional elements down to the unit maintaining the files, 

Co Location, Enter build inf name or number and room number, 

dc .Sane of File,, The title selected for the file scries 
should be descriptive , self -explanatory, and consistent rith the 
terminology of the of Tice using and maintaining the file,, 

e. Custodian, Enter name of Ihe custodian or the person who 
xs responsible for the files* 


f.> Description, This is 
conducting a records dispositi:; 
should obtain answers to quest! 
purpose or use of the record? 
•’^f 'c s i.'» it distrlbubid? Whs 
records? What is the frequency 
necessary for a co ipetent appro 
of accuracy and completeness in 
sized if proper values are to b 


he most import# nt factor involved in 
i survey,, The Area Records Officer 
>ns such as these : what is the 
"here does it, originate and to what 
t is its relationship to other 
of use? Such questions are obviously 
tsal of the records,. The importance 
this detail cannot be over empha- 
* assigned to records. 


K* Filing,, Arrangement* Record the filing arrangement of 
record series 0 Tills snould be recorded in brief statements 
such ass " Alphabe tically by Surname," "Alphabetically by Subject ." 
"Numerically by Requisition Number," etc,, 


he Inclusive Dates • Rnteir the date (year only) of the oldest 
document in the series and the date (year only) of the most recent 
documents o 


Size of Records* Cheek in appropriate squares the size of 
the Records and enter the linetq* feet of records in the box provided* 
Linear feet of records recorded on Survey Sheets should lie the 
actual .measurement regardless of the size of ihe record * Later, when 
preparing the Records Control Schedule this footage will be convert- 
ed to cubic feet in accordance with the at’ .ached table of standard 
measurements (See exhibit bo* 3 ! 


jo Equipment Occupied by Records* Check in the appropriate 
square the type of filing equipment housing the records and* enter 
he ?091vb8/|po](^ArRI^^4-9fl3C^g^OiOOO T004T-8 r 
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k» Remarks,, This space is useful for recording ideas, eon- 
ersationSj, comments, or other information pertaining to the recc. 
erios not included elsewhere cn the rork sheet,, Such bits of 
r formation often aid materially in the evaluation process or in 
oivinf a record problem » 
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RECORDS SURVEY WORK SHEET 


OFFICE, DIVISION, BRANCH, SECTION 


NAME OF FILE 


DESCRIPTION (Function of files, value, frequency of use, form numbers and titles, and other descriptive data.) 


FILING ARRANGEMENT 


SIZE OF 
RECORDS 


EQUIPMENT OCCUPIED 
BY RECORDS 



CABINET 

LETTER 


INCLUSIVE DATES 


OTHER (Specify) 


OTHER (Specify) 


LINEAR FEET 


NO. OF DRAWERS 


Approved For Release 2001/08/30 : CIA-RDP74-00005R000100010041-8 


( 43 - 50 ) 









